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CRITICAL DATES*

1994-1996
Fall 1994
Close of Registration ..........coceenveriniiennnennnns September 2, 1994
Test Administration Day ........c.cooeviviiiiiia., October 1, 1994
Institutional Alternate Administration ................. October 4, 1994
Spring 1995
Close of Registration ...........coccevciivieiieiininninn January 20, 1995
Test Administration Day ........c.cceveiiiiieiniennn.. February 18, 1995
Institutional Alternate Administration .............. February 21, 1995
Summer 1995
Close of Registration ............ccoveiiiiiiiiennivinnnenn. May. 5, 1995
Test Administration Day ........ccoooviviiiiiininiininn June 3, 1995
Institutional Alternate Administration ....................... June 6, 1995
Fall 1995
Close of Registration ........c.cooeveviieinineninennee. September 8, 1995
Test Administration Day ........c.cocovivveiiiinninnnnn. October 7, 1995

Institutional Alternate Administration ................. October 10, 1995

Spring 1996

Close of Registration ...........occvevveieiinenninnenns January 19, 1996
Test Administration Day .............coooviiniininnnn. February 17, 1996
Institutional Alternate Administration .............. February 20, 1996
Summer 1996

Close of RegIStration .........c.cccvevvnieiieviieniniiinenens. May 3, 1996
Test Administration Day ..........c.cooovviiiiiiiiiiinnn, June 1, 1996
Institutional Alternate Administration ....................... June 4, 1996

*For planning, note that regular administrations are scheduled for the first Saturday in October, the first
Saturday in June, and the third Saturday in February. When the first Saturday in October is a religious
holiday, the administration is conducted on the lust Saturday in September. Alternate administrations are
scheduled for the Tuesday following the regular administration.
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FLORIDA DEPARTMENT OF EDUCATION

Doug Jamerson
Commissioner of Education

MEMORANDUM

TO: Presidents of Community Colleges and State Universities;
Presidents, Indepeandent Colleges and Universities

FROM: Doug Jamerson
SUBJECT: CLAST TYest Administrati

Enclosed please find one copy of the Test Administration Plan for the College-Level Academic Skills Test (CLAST)
for the 1994-95 academic year. This plan has been created pursuant to Section 229.551(3)(k), Florida Statutes.

Within this plan are the procedures to be followed during the year in the administration of the CLAST. This

document specifies the responsibilities of the Department of Education, the technical support contractor, and

In accordance with Rule 6A-10.0312, Florida Administrative Code, current minitaum passing scores for the CLAST
subtests are as follows: reading, 295; English language skills, 295; mathematics, 295; and essay, 6.

The plan for the coming year includes an updated list of computer-adaptive test centers (Appendix G) for the
CLAST and a revised table for the 1994-95 CLAST specifications showing changes in the number of items per
broad skill area for mathematics.

The plan does not include procedures that are needed in each institution to ensure that students are given the
opportunity to acquire CLAST skills or to ensure that the CLAST standards are implemented in accordance with
provisions of the Florida Statutes and the Florida Administrative Code Rules adopted by the State Board of

Education. Each institution is responsible for preparing its own programs and procedures to ensure that CLAST
skills are taught and learned.

Thank you for your assistance in implementing the CLAST program.

DJ/thf/jb
Attachmeat

cc: Mr. Clark Maxwell
Dr. Chbarles B. Reed
Dr. C. Wayne Freeberg
CLAST Institutional Test Administrators

The Capitol ® Tallahassee, Florida 32399 ¢ (904) 487-1785
Affrmative action/equal opportunity employer
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INTRODUCTION

The College-Level Academic Skills Test (CLAST) is part of Florida's system of educational accountability
and is mandated by Section 229.551(3)(k), Florida Statutes. Current Florida statutes and State Board of
Education (SBE) rules pertaining to the CLAST are provided in Appendix A. The CLAST is an achieve-
ment test that measures students’ attainment of the college-level communication and mathematics skills that
were identified by the faculties of community colleges and state universities through the College-Level
Academic Skills Project (CLASP). The skills have been adopted by the SBE and are listed in Rule 6A-
10.0316, Florida Administrative Code (see Appendix A).

The CLAST consists of four subtests: essay, English language skills (ELS), reading, and mathematics.
Each subtest yields a single score that is reported to the student and the institution needing the scores.
Students and institutions also receive broad skill information that is useful in identifying areas of possible
strength or weakness. While the CLAST does not yield the skill-by-skill information necessary for full
diagnosis of individual student needs, institutions can identify areas of need for groups of students by
following broad skill performance across several administrations. Although CLAST scores relate positively
to other measures of academic performance, they do not predict examinees’ future performance in upper-
division programs.

Since August 1, 1984, students in public institutions in Florida have been required to attain CLAST scores
that satisfy the standards set forth in Rule 6A-10.0312, FAC, for the award of an associate in arts degree
and for admission to upper-division status in a state university in Florida. In addition, students in private
institutions may need CLAST scores to receive state financial aid.

The purpose of this document, the Test Administration Plan, is to set forth the terms and conditions that
govern the administration of the CLAST. The complete 1994-95 CLAST plan consists of this document,
the 1994-95 Institutional Test Administrator's Manual, and the 1994-95 Test Administracion Manual. This
plan has been developed and issued as an exercise of the responsibility for the statewide administration of
the CLAST as vested in the Commissioner of Education. It is intended to ensure that all students who take
the CLAST have the same opportunity to demonstrate their achievement of the skills tested.

The Test Administration Plan for 1994-95 becomes effective on the date of issuance by the Commissioner
of Education, and it replaces all previous CLAST plans. The Commissioner of Education may amend this
plan to reflect changes in the Florida Statutes and the SBE Rules.

For additional information, contact

The Department of Education - CLAST
Florida Education Center, Suite 701
325 West Gaines Street
Tallahassee, Florida 32399-040G
(904) 488-8198
SUNCOM 278-8198
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DESCRIPTION OF THE CLAST

The CLAST comprises four subtests: essay, English language skills (ELS), reading, and mathematics.
The essay subtest affords students an opportunity to demonstrate writing skills adopted by the SBE by
writing an essay on one of two provided topics. The English language skills subtest measures skills in the
broad skill areas of word choice; sentence structure; and grammar, spelling, capitalization, and punctuation.
The reading subtest measures skills in the broad skill areas of literal comprehension and critical compre-
hension. The mathematics subtest measures skills in the broad skill areas of arithmetic, algebra, geometry
and measurement, logical reasoning, and statistics, including probability.

The table below shows, for each objective subtest of the 1994-95 CLAST, the number of skills tested in
each broad skill area and the number of test items per skill area.

1994-95 CLAST Specifications

Number Number of Items
of o
Subtest and Broad Skill Areas Skills* Scored mental Total .
ESSAY 3
Holistically scoredt -
ENGLISH LANGUAGE SKILLS
Word Choice 2 4 .
Sentence Structure 4 12 N
Grammar, Spelling, Capitalization, %
and Punctuation 10 19 &
Total 16 35 40 ,
READING
Literal Comprehension 3 9
Critical Comprehension 10¢ 27
Total 13 36 41
MATHEMATICS
Arithmetic 13 12
Algebra 17 16
Geometry and Measurement 10 8
Logical Reasoning 8 6 :
Statistics, including Probability 9 8
Total 57 50 55

*[nclvdes, for some arcas, subskills indicated in skill statements and tested independently on examination forms.

1 Sce p. 13 for scoring ronventions.

$ Includes one alternate skill formatindicatedin item specifications and skill statements.




Tests are developed according to these specifications and equated for each regular administration. Test
security is maintained by administering multiple forms of the test. The different forms are created by
varying the arrangement of the items. Braille, cassette, and large-print versions are also available.

All four subtests are administered in one session. Although the total time needed for all administration
activities is five hours, actual test ng time is four hours. The additional time required is for checking in
examinees, coding identifying information, distributing and collecting materials, reading directions for each
subtest, and providing a short break. The order in which subtests are administered and the time allowed
for the completion of each are shown below:

Essay 60 minutes
English Language Skills and Reading 80 minutes
Mathematics 90 minutes

Special considerations for handicapped examinees are detailed in the Institutional Test Administrator’s
Manual.

For each academic year, a technical report is issued that summarizes student performance and provides
detailed technical information concerning the psychometric aspects of the CLAST.




RESPONSIBILITY FOR THE ADMINISTRATION OF THE CLAST

By law, the Commissioner of Education maintains responsibility for the administration of the CLAST and
may recommend & contractual agreement for carrying out specific administrative responsibilities concerning
the CLAST. Such a contractual agreement has been approved by the State Board of Education for the
Office of Instructional Resources, University of Florida, to function as the technical support contractor
(TSC) for the CLAST. The TSC conducts many activities, including training the institutional test
administrators (ITAs), who actually give the test. Functions not assigned to the TSC are conducted by the
Department of Education.

To ensure that all examinees have the same opportunity to demonstrate the extent to which they have
attained the skills measured by the CLAST, the test must be administered in a standardized, secure, and
professional manner in approved test centers throughout the state. Standardization begins with this Test
Administration Plan, which identifies the specific administrative responsibilities assigned to the Department
of Education, the TSC, and the ITA.

The Department of Education
The responsibilities of the Department of Education are to

approve all CLAST test centers;

serve as the public spokesperson for the testing program;

develop the Test Administration Plan;

approve each ITA appointment;

effect the assignment of selected responsibilities to the TSC;

monitor and verify the performance of the TSC;

monitor the biennial review of skills and recommend to the Commissioner of Education

proposed changes in the skills;

8. approve specifications for the development of test items;

9. negotiate and monitor contracts for the development of test items;

10. review and approve test blueprints;

11. review and approve all test materials at each stage of development;

12. verify the accuracy of computer programs and score reports;

13. validate test score keys;

14. select and train persons to observe the administration of the test;

15. investigate alleged irregularities in the implementation of the Test Administration Plan or
in the administration of the test, including alleged breaches of security;

16. review and process complaints from individuals or institutions;

17. approve the test administration manuals;

18. provide content for student information brochures and posters;

19. release statewide test results and other information relating to the testing program;

20. prepare a technical report; and

21. review and monitor the impact of CLAST standards.
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The Technical Support Contractor

The responsibilities of the TSC are to

1.
. develop blueprints for forms of the test;

W

develop and maintain the item bank for the CLAST;

design and format test books, the answer folder, the administration manual, score reports,

the score interpretation guide, student registration forms, and student information posters and
brochures; '

print all test materials;

disseminate test materials and provide for their return;

train ITAs;

direct the administration of the CLAST;

conduct item calibration, equating, and score scale development;

score tests, including the essay, and validate computer-adaptive test scores;

. provide score reports to individual examinees;

. provide reports of test results to institutions and to the Department of Education;

. analyze test results and recommend changes in the test and/or test procedures;

. review the technical report; and

. store test materials as required by the record retention schedule for CLAST materials.

The Institutional Test Administrator

The administration of the CLAST in each participating institution is coordinated and directed by one
individual--the ITA. The appointment of an ITA is initiated by the institution, which recommends to the

Department of Education a person who is experiencec in the administration of secure, standardized
examinations.

After approval by the Department of Education, the ITA is the principal contact for all matters relating to
the CLAST and is accountable to the Department of Education for carrying out the assigned responsibili-
ties, which are to

1.

2.
3.

gl

10.
11,

notify students about the examination, requirements for CLAST scores, registration
requirements, and availability of special test conditions for handicapped examinees;

receive applications from students to take the CLAST,;

verify that each applicant is a Florida student who needs CLAST scores to comply with
statutory and SBE requirements;

give room assignments and admission tickets to students who will take the test;

identify and schedule test rooms as specified in the Institutional Test Administrator’s Manual,
appoint room supervisors and proctors as specified in the Institutional Test Administrator's
Manual;

train room supervisors and proctors in the use of materials provided by the TSC;

determine what special test conditions are to be provided for examinees who have

handicaps;

notify the TSC of the ex~ct number of students registered for the CLAST and order test
materials as specified in the Institutional Test Administrator's Manual,

observe all requirements for test security as specified in the Test Administration Manual,
ensure that the administration of the CLAST in each test room is conducted in detail according
to procedures specified in the Test Administration Manual,




12.
13.

14.

1S.

16.

determine the eligibility of students to participate in the alternate administration;

make arrangements for eligible students approved by the ITA to take the CLAST in an
institution other than their own,

coordinate requests from students for special administrations, including certifying to the

Department of Education the eligibility of students who request special administrations of the
CLAST:;

coordinate requests for and determine the eligibility of examinees to retake objective subtests at
computer-adaptive test sites; and
receive and disseminate summary reports of test results within respective instituiions.

Approved Test Centers

To be approved by the Department of Education as a test center for the CLAST, an institution raust

1.

2.

3.

4,

have an approved ITA who is a qualified test administrator, experienced in the
administration of secure, standardized examinations;

have approved, secure storage facilities in which to store CLAST books while they are in
the custody of the ITA;

agree to administer the CLAST in rooms that meet the criteria specified in the
Institutional Test Administrator's Manual; and

assume all costs of administering the CLAST to its students under conditions specified in
the Test Administration Manual.

An institution that is not a test center for the CLAST may arrange with any of the approved CLAST test
centers to administer the test to its eligible students. Institutions that elect this option must assume all
responsibilities associated with the CLAST, except for those involving the custody of test materials and
the administration of the test to students. Regardless of where students are tested, it is the responsibility
of the student’s home institution to register its students for the CLAST prior to the registration deadline.
All arrangements must be approved by the Department of Education.
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ADMINISTRATION GUIDELINES

Eligibility to Take the CLAST

Only those undergraduate students who are seeking either an A.A. or a baccalaureate degree and who have
completed eighteen credit hours are eligible to participate in the CLAST administrations covered by this

plan. In all cases, registration of students for the CLAST must be made at the institution that needs the
scores.

Students may not retake any subtest for which they already have a passing szore.

Students may not retake any subtest prior to thirty days from the previous administration of the same
subtest, regardless of whether the previous administration was a regular administration, a special
administration, a computer-adaptive (CAT) administration, or an administration for teacher candidates as
part of the Florida Teacher Certification Examination (FTCE).

The Need for CLAST Scores
Degree Requirement

The need for CLAST scores is prescribed by State Board of Education Rules 6A-10.0312, 6A.-10.0314,
and 6A-20.005, FAC. Effective August 1, 1984, students in Florida's public postsecondary institutions
are required to pass all four CLAST subtests before they may be awarded an associate in arts degree.
Passing CLAST scores are also required for admission to upper-division status at a state university. At
state universities, students transferring from out of state who already have an A.A. degree must
successfully complete the CLAST to maintain enrollment and to be awarded a baccalaureate degree.
Studen - who received an A.A. degree prior to September 1, 1982, and who were admitted to upper-level
status before August 1, 1984, are required to present CLAST scores but are not required to pass the
CLAST as a condition of receiving a baccalaureate degree. However, students who were awarded an A A.
degree prior to September 1, 1982, but who were not admitted to an upper-level instructional program
prior to August 1, 1984, are required to pass the CLAST as a condition of admission to upper-level status
and receipt of a baccalaureate degree. Refer to the Department of Education General Counsel opinion of
June 30, 1988 (Appendix B) for further clarification. !

Students who are seeking an undergraduate degree from a Florida institution and who already have a
baccalaureate degree are exempt from the CLAST requirement. (This does not apply to candidates for the
Florida Teacher Certification Exanunation.)

Responsibility for using CLAST scores to satisfy the statutory requirements is vested by law in the
respective community colleges and state universities. Although the exercise of that responsibility is
governed by the Florida Statutes, SBE Ruies, and Rules of the State Board of Regents, the respective
institution determines whether any given student needs scores on the CLAST.

Any appeal by a student of a decision involving such use of his/her CLAST scores must be made through
the process established by the institution for student appeals of other academic matters.

Students who have satisfied CLAST standards on three of the four subtests and who are otherwise eligible
may be enrolled in state universities for up to an additional thirty-six semester credits of upper-division
coursework before they are required to pass the fourth sublest.




Independent iustitutions may make the CLAST available to their students either by meeting the criteria for
an appioved testing center or by making arrangements with an approved testing center. Rule 6A-10.0317,
FAC, provides that private institutions may require CLAST scores as a condition of award of a degree.

Financial Aid Requirement

SBE Rule 6A-20.005(1), FAC, requires that a student who has an associate in arts degree or sixty semester
hours of credit in a public and/or private college or university have passing CLAST scores as a condition
of eligibility for State of Florids student financial aid awards. Questions about the use of CLAST scores
to determine eligibility for State of Florida financial aid awards are to be addressed to the financial aid
officer of the institution in which the student is enrolled.

Test Schedule

The CLAST is administered in institutions authorized by the Department of Education to be test centers.
Each year, regular administrations are scheduled for the first Saturday in October, the first Saturday in
June, and the third Saturday in February. When the first Saturday in October is a religious holiday, the
administration is conducted on the last Saturday in September. Alternate admlmstratlons are scheduled for
the Tuesday following the regular administration.

Institutions may begin the CLAST registration period at any time, since some institutions may need to
register students in the spring for the fall administration. However, the close of registration must be
uniform throughout the state. The registration deadlines and regular and alternate administration dates for
fall 1994 through summer 1996 are listed below.

Registration Saturday Regular Alternate

Deadline Test Date Test Date

September 2, 1994 October 1, 1994 October 4, 1994

January 20, 1995 February 18, 19%5 February 21, 1995

May 5, 1995 June 3, 1995 June 6, 1995

September 8, 1995 October 7, 1995 October 10, 1995
* January 19, 1996 February 17, 1996 February 20, 1996

May 3, 1996 June 1, 1996 June 4, 1996

Notifying and Registering Examinees

The ITA will provide all students with written notice of the examination. The notice will state the
requirements for CLAST scores, the nature and purpose of the examination, the availability of special
modifications for the handicapped, the date and time the test will be administered, and the responsibility
of students to register for the test by the established deadlire. A sample notification form containing the
necessary information will be provided to each ITA by the TSC prior to each regular administration.

The ITA will give to each student to be tested a room assignment and an admission ticket which, when
presented together with photo identification, will admit the student to the test room. No i.te, standby, or
walk-in registrations are permitted.

Registration procedures must provide the handicapped student an opportunity to request special test
conditions or materials. The name of the person or office the student should contact at the institution to
anange for special considerations must be provided.




Saturday Administration

There is one administration of the CLAST on the designated Saturday. Students are to be admitted to the
Saturday administration based on the order in which their registration applications were received. Students
unsble to participate in the Saturday administration because of limitations in space or personnel may
participate in the alternate administration. Students who cannot be accommodated during either the
Saturday administration or the alternate administration should be registered for the next regularly scheduled
CLAST. If circumstances permit, a special administration may be sought for such students.

Additional Administrations

Alternate Administration

As required by Section 240.107(2), FS, state universities and community colleges will provide an alternate
administration of the CLAST. It will be conducted on the first Tuesday after the regular administration.
Students may participate in the alternate administration if they were registered for the Saturday
administration but could not participate because of

limitations of space or test personnel;

health or religious reasons;

temporary or active duty assignment in military service;

administrative error on the part of the institution;

participation in an authorized school-related function such as organized interccllegiate
sports, debate, musical performances, etc., requiring their absence from the regular Saturday
test administration; or

6. other circumstances approved by the ITA.

bW

Special Administrations at Military Bases

The Department of Education may authorize a special administration of the CLLAST at a military base
outside the state of Florida if

1. the student or the student’s spouse has been transferred out of Florida
because of active or tempoiary assignment in military service, and
2. the student or spouse needs CLAST scores to receive a degree.

A written request for an administration of the CLAST at a military base must be submitted by the ITA to
the Department of Education using the form provided in Appendix C, or a facsimile thereof.

Other Special Administrations

Under extraordinary circumstances, the Department of Education may allow an ITA to conduct a special
administration of the CLAST according to the dates specified in Appendix D. These circumstances include
the following:

1. the student has never taken the CLAST and needs CLAST scores in order to receive State of
Florida financial aid; OR

2. a. the student has already taken but not passed one or more subtests of the CLAST,
b. the student will not have taken the CLAST within thirty days of the scheduled special
administration,

-t
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c. the student has fuifilled all other degree requirements, and

d. there is a serious and compelling reason why the student cannot wait until the next
regularly scheduled administration.

In each case, the ITA must submit & request for a special administration of the CLAST (see A ppendix F)
to the Administrator of Student Assessment Services, Department of Education. The request must be
received by the Department by the deadline specified in Appendix D and must provide the following
information: (1) the reason why the student cannot wait until the next regularly scheduled administration,
(2) which subtests are requested, and (3) the student’s name and social security number,

Computer-adaptive Administrations for Retake Examinees

Examinees who have taken the CLAST but have not met the passing criteria may request to retake one or
more of the multiple-choice subtests at one of the sites that offer the computer-adaptive (CAT) veriion of
the CLAST. (The essay subtest is not available on computer-adaptive testing.) An advance payment is
required for each administration. (Consult test sites for fee amounts.) No subtest may be taken prior to
thirty days after the student has taken a previous administration. Scores for any subtest(s) taken prior to
thirty days from the previous administration of the subtest(s) will not be reported and/or will be
invalidated. Appointments for computer-adaptive testing are to be arranged for examinees by their ITAs.
In making appointments, ITAs should use the form provided in Appendix F to certify the eligibility of
examinees to take the CAT CLAST.

A list of computer-adaptive CLAST testing sites is provided in Appendix G. Since new sites may be
added during the year, ITAs should check with the Department for currert information on test sites.

Administrations in Institutions Other Than the Registering Institution

Students may request permission of the institution at which they registered for the CLAST to take the test
at another Florida institution, providing one of the following criteria is met:

1. the student is attending class in or near the other institution;

2. thestudent is representing the registering institution in a scheduled activity at os near the other
institution; or

3. the student would experience hardship by having to travel to the registering institution.

The registering institution has complete authority over approval of the student’s request. (Some institutions
have policies that preclude such approval.)

If approval is granted, arrangements with the other institution are to be initiated by the ITA of the student's
home institution and must be completed by the end of the registration period. The ITA of the student's
home institution will complete a request for the student to take the CLAST at another institution (see
Appendix H of this document or the form at the back of the Instirutional Test Administrator's Manual)
and send it to the receiving ITA, who may accommodate the request but is not obligated to do so. The

receiving ITA will complete the bottom portion of the form and retumn it to the ITA of the student’s home
institution.

Administrations in Remote Centers

Institutions with students enrolled in programs in remote centers affiliated with the institution are required

to propose & plan for test administration that uses current forms of the test and a schedule that permits
prompt scoring of tests following each regular administration.
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A dministrations in Custodial Institutions

If & student is confined to a custodial institution and needs CLAST scores for a degree, the ITA of the

degree-granting institution should contact the Department of Education to discuss what arrangements can
be made for testing the student.

Ordering Test Materials

The ITA is responsible for ordering test materials. An order form for test materials will be sent to each
ITA by the TSC prior to the close of registration. The order shall be based on the actual number of
students who have registered for the test, including any students being tested at the request of another ITA.
The order must be made by telephone on the Wednesday following the close of registration and must be
confirmed by mailing the order form as mstructed by the TSC. The TSC will provide the requested
number of test books, plus an overage.

Special Test Conditions for Examinees with Disabilities

Rule 6A-10.0311(5), FAC, provides for the adaptation of test materials and conditions so that each person
who has a record of a physiological disorder that substantially impairs visual, auditory, manual, or
speaking abilities, or who has a record of a learning disability, is afforded an opportunity to demonstrate
achievement of the CLAST skills being measured.

The guidelines in the Institutional Test Administrator’s Manual describe adaptations that are meant to
parallel those existing in the instructional program of the handicapped examinee. The ITA is responsible
for notifying students of the availability of adaptations, receiving requests for test adaptations, and
arranging for such adaptations. Any handicapped student who cannot be tested effectively and accurately
with one of the available test adaptutions and who does not have a waiver as described in the 